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OU Marketplace - Shopper 

Step Action 

1 To access the OU Marketplace as a Shopper, go to Compass.ou.edu, login with your credentials and 
select Financial System OUM PROD, the OU Marketplace. 

 
3 The first time you login to the Marketplace, you’ll be prompted to update your Profile. 

4 Click on Default User Settings > Default Addresses and click the Select Addresses for Profile 
button. 

 
5 Type in any part of your shipping addresses and then select the radio button next to the correction 

location. 
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6 The default button will be checked so that this is your default address for all future orders.  Click 

Save. 
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7 Next, click on Cart Assignees > Add Assignee. 

 
8 Search for your Requester by name.  If you have several Requesters, click Add Assignee again to 

find another Requester. 
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9 To set a particular Requester as the Primary Requester, click Set as Preferred. 

 
10 

Once your Profile is established, click on the Home icon to the far left to begin shopping.  

11 To search for a particular item across all punch-out suppliers, type in the name of the item in the 

search bar and click on the search icon . 
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12 Results from all suppliers will be displayed and can be narrowed down by using the Filter Results 
options to the left. 

 
13 Locate the item needed, update the Quantity and click Add to Cart. 

 
14 To make the item a favorite, click Add Favorite. 

15 In the pop-up window, click the Add New drop-down to create a Top-level personal folder. 

 
16 Enter a name for the folder and click Save Changes. 
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17 The item will now be assigned to your personal folder.  Click Save Changes to add the item to the 

folder. 

 
18 Return to the home screen of the Marketplace by clicking on the Home icon and your favorites can 

now be accessed under the Favorites hyperlink under the main search bar. 
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19 To search for an item from a particular supplier, click on the supplier’s logo under the Punch-out 
menu on the home screen. 

 
20 The Marketplace will connect to the supplier’s punch-out page and you can search for the needed item 

as you normally would through the supplier’s website. 

 
21 Once the item has been located, update the quantity and add the items to your cart. 

22 Each supplier’s site will be different but use the option to checkout or return to your cart. 
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23 Once returned to your shopping cart, click on the Review Shipping button. 

 
24 Ensure that the shipping location selected is correct, being especially cautious to ensure that large 

items can be delivered to the location.  Click the Edit button if the shipping location needs to be 
changed. 

 
25 Once the shipping location has been verified, click Assign Cart. 
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26 If you have a Primary Requester loaded in your profile, their name will automatically appear. 

27 To choose another Requester, select the drop-down arrow and choose the appropriate Requester for 
this order.  Click Assign. 

 
28 A confirmation screen noting that your cart has been assigned will appear.  Your Requester will 

automatically receive an email notifying them that your cart is pending. 

 
29 Note that orders to a supplier that does not have a punch-out catalog in the OU Marketplace should be 

coordinated offline with the Requester as those orders will need to be submitted via PeopleSoft and 
Shoppers do not have access to PeopleSoft. 

30 If your Requester becomes unavailable after you have assigned a shopping cart to them, you can 
choose to reassign the cart to another Requester. 
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31 From the Marketplace homepage, click on the Shopping cart icon, My Carts and Orders and then 
View Carts. 

 
32 Your assigned carts will be displayed.  Locate the cart that needs to be reassigned and click the drop-

down option next to View and select Unassign. 

 
33 Your cart will be unassigned from the original Requester and you will be returned to your shopping 

cart.  Click Assign Cart. 
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34 Select the Search for an assignee option and through the User Search pop-up window, select a new 
Requester and click Assign to reassign the cart to them. 

 


